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lUDEX  TO  lEnFOamHON  ClHCULimS  TOBERS  1  TO  2U,  INCLUSIVE. 

There  is  attached  hereto  an  index,  by  subjects,  to 
Information  Circulars  Nos.  1  to  2U,  inclusive.    At  the  close 
of  this  fiscal  year  an  index  covering  Vol.  It  will  be  issued. 


Acting  Chief  of  Bureau. 


I  IT  D  E  X 

FIRST  VOLUME  OF  INFOB/UITION  CTRCULAB  NOS.  1  TO  ?U.  Tf^SUED  PORING 


■THE  FISCAL  YEAR  iqiq. 


Absent  from  duty,  Prompt  reports  required 

when  employ  ess  are  -unexpectedly    IS 

Abuse  of  franking  privilege    23 

Accounting  Offices,  Corrections  requested  by    20 

Accounts,  Authorization     2h 

Branch  Office    1 

S 

Delays  in  the  Payment  of   ■   5 

Duplicate  Payment  of   21 

Expenditures  under  Letter  of  Authorization  .... 

to  be  Kept   9 

Improved  Conditions  in  Auditing-   10 

Information  for  Branch  Office  Accounts  to 

be  Supplied  froEi  Washington   IS 

Itinerary  Reports  with  Reirnb-orseraent  Accounts    7 

Monthly  Transcripts  of  Joint  Expense    IS 

Motor  vehicle,  transferred  to  Washington   IS 

ITumbers  on  Orders  on  Addressing  and 

Duplicating  Section   13 

Payment  of    9 

Record-of-Cost   f 

Record-of-Cost  Accounts  to  be  Transferred  to  Wasliington  IS 

Splitting  

Accrued  Leave,  Granting  of  more  than,  upon  resignation   9 


Additional  Clerks  Account  Joint  Operation  of  Branch  Offices 

Additional  Information  Required  in  Connection  with 

Temporary  Appointments   . . . 

Mdresses  and  Date  to  Show  on  Market  News  Reports,  etc.  ... 
Prior  Authority  of  Secretary  Ihxst  be  Obtained 

to  Deliver   -  

Telegraphic   

,  Addressing  and  Duplicating  Section,  Account  Numbers 

on  Orders  on  


-  2  - 

Number  Itez. 

Addressing  Ifechines,  Care  of    '^3  9 

Administrative  Assistant  in  Charge  of  Operation 

Efficiency  reports  of  joint  clerical  einployees 

in  branch  offices  to  be  mailed  to    12  1 

Everything  concerning  Tnf  or!Lation  Circiolar 

to  be  addressed  to  '.   1 

Letter  giving  information  concerning  amount  of 

■waste  paper  and  baler  for  sac^e  to  be  " 

for-^rded  to  .  ,   .   1 

Oatline  of  clerical  organization  of  branch 

offices  to  be  sent  to   5  ^ 

Reports  of  Operating  Committee  to   10  13 

Adn-.inistrative  Begulations   19 

Agriculture,  See  Department  of  v   15  2 

ianending  Executive  Order  of  November  29,  19 IS, 

Relating  to  Reemployment  Registers   23  5 

Amendment  to  Civil  Service  Rules  Regarding  Reinstatements    22  5 

Amendment  to  Letter  of  Authorization, 

Rules  covering  letters  apply  to  amendment    21  2 

Arjnouncement  of .  Examinations  for  Duplicating  Machine  Operators  ...     12  11 

Announcements  of  Civil  Service  Examinations    7  3 

Apr  ointments 

Additional  Information  Required  in  Coruiection 

ivith  Temporary  Appointments    1  5 

Distinction  Between  Permanent  Appointments 

and  Permanent  Positions   2h-  3 

Jteployees  Under   11  13 

Head  Clerk  for  Joint  Office  at  Union  Stock  Yards    1  7 

In  other  Branches  of  the  Service    5  7 

In  the  Field  Service    20  4 

Preference  to  Honorably  Discharged  Soldiers,  Sailors, 

and  Marines,  and  Widoi-TS  cf  Such  in  Civil 

Appointments    22  S 

Reading  "Until  Further  Order"  or  "Pending 

Certification"  -  Leave  of  Absence    11  6 

Records  of   21  4 

See  Bureau  Memorandum  No .  I56    3  5 

Appropriation  Bill  Passed   3  5  ( 

Appropriations  for  I92O  ,.    I7  1 


Assignment  of  Brief  Cases   , 

Assignment  of  Corona  Typewriters  

Attendance,  Punctmlity  and   .  .  .  , 

Attending  Meetings   

Auditors  of  Department   

Authority  of  Secretary  mast  be  obtained  to  attend  meetings 

to  deliver  addresses   

Authorization  Accounts    

Authorization  Accounts ,  Sample  of   

Authorization,  Letters  of 

Amendments  to  

Branch  Offices  

Delay  in  Preparing  Requests  for   

New  Routing  for  

Persons  Empioj-bd  Under   

Reporting  and  Cancelling  Unescpended  Balance  on  

Statement  of  Complete  Itinerary  in  

Authorization  Under  '"'hich  Paid,  To  be  indicated  on  vouchers   

Authorizing  Travel  .  

Automobile  Accounts ,  Vouchers  Covering  Operating  Expenses   

Automobiles,  Expense  Acco^oiits  Transferred  to  Washington  

B  - 

Balance  on  Letters  of  Authorization   

Baler ,  for  Waste  Paper  ,  

Baling  Waste  Paper   ,  

Better  Business  Management   

Bids ,  Inf  onnal   ,  

Bills  of  Lading  

Blanket  Letters  of  Authorisation   


-  U  - 


Number  Item 

Board  of  Awards                                                                                             3.  13 

Books  and  Periodicals,  Purchase  of                                                             2  1 

Branch  Office 

Accotmts                                                                                      1  3 

S 

Accoiants,  Information  for   '                            IS  2 

Additional  Clerks  Account  Joint  Operation  of    X    --  17 

Authorization  Acco^onts                                                               24  1 

Data                                                                                           7  1 

11  5 

Definite  S-^jggestions  for  Consideration  at 

Meetings  of  CNDerating  Coinmittees                                      12  ^ 

Directory      o 

10  6 
16 

Discontinuance  of                                                                     17  - 

Efficiency  Reports  of  Joint  Clerical  Employees  in               12  1 

Letters  of  Authorization  for                                                     22  1 

Mailing  Lists  Established                                                          20  2 

Meetings  in  -  Addressed  on  Subjects  Related  to 

Marketing                                                                           IS  10 

Memoranda                                                                                  1  20 

Motor  Vehicle  Accounts                                                               13  7 

Pay  Polls                        .                                                            1  3 

13  5 

Printing  for                                                                             20  1 

Purchase  of  Contract  Purnit-ore  Preferred                               15  ^ 

Piirchases   ,                                                                1  IS 

Purchases  of  Expenditures                                                          12  lb 

13  5 

Record,  Cost  Account  of                                                           13  7 

Requisitions                                                                             13  9 

13  7 

To  Make  Use  of  Co-anty  and  Coircunity  Units  of 

Council  of  Defense  System                                                  9  7 

Use  of  Inks,  concentrated,  etc                                                23  3 

Use  of  Suggestion  Box  by                                                         11  9 

Use  of  Telephone  at                                                                     I3  12 

Branch  of  Operation,  Division  of  routine  of  work  in                               1  1 

Branch  of  Operation,  Personnel  Changes  in                                            21  9 

Brand,  Charles  J.,  Resignation  of                                                           23  1 

Brief  Case  and  Typewriter  Loans                                                              21  I5 

Brief  Cases,  Assignment  of                                                                         10  I5 

"Bulletin"  -  Misuse  of  Word                                                                    H  g 


-  -  p;  ^ 

IJumber  Item 

Bulletin,  The  Official  ■   I9  11 

Bureau  Directory   16 

Bioreau  Funds,  Conservation  of   ;  ;   10  1 

3-ureati  LilDrary,  Forms  vjhich  are  carried  in   lU 

"B-oreaii  Markets"  -  To  be  used  in  telegrapMc  addresses 

instead  of  "Agriculture"   1  21 

Bureau  Memoranda,  Information  Circulars,  etc..  Disregarded   15  2 

Bureau  Memcrandun:  ITc  .  153   5  7 

Bureau  Memorandum  No .  162   11  2 

Bureau  of  Markets  Forms  Carried  in  Stock   l4 

Bureau  of  Markets,  Lines  of  Work  of   15  S 

Bureau  Persorjiel  Directory  Iv!rust  be  Kept  Up.  to  Date   15  9 

Bureau  Requisitions ,  To  be  made  for  large  purchases  for 

Branch  Offices   1  IS 

Bureau  Stock  List   1^ 

Bureaus  of  Department,  List  of   ^ 

Business  Management  .  .  .  .,   21  7 

Butter,  Inspection  Service  to  be  Established    13  1. 

Ivlarket  Inspection  Service  on  .   23  2 

Buzzer  System  for  Use  in  Decoding   12  12 

C  - 

Cab  Fares      15  2. 

Cards,  Return  on  Official  Envelopes    12  S 

Care  of  Typewiters ,  Mimeographs,  Addressing  Machines, 

Folding  Machines,  etc.-   23  9 

Caution  Against  Placing  Articles  on  Window  Sills   23  10 

Certifying  to  Salary  Vouchers   ,   3  ^ 


Change  in  Clerical  Efficiency  Corrmittee   

Change  in  Office  Hours  in  Washington  

Change  in  Title  of  "Field  Station"  Memoranda  Serios   

Changes  of  Address  and  Telephone  ITumbers  in  Washington  

Charging  of  Joint  Expenses  to  Proper  Project  

Chicago 

Appointment  of  Head  Clerlr  for  Joint  Office 

at  Union  Stock  Yards  

Office  Methods  in  .  

Chief,  Bureau  of  Markets,  Resignation  of  

Chief  of  Bureau  Absent  on  Western  Trip   

Cipher  for  Telegraphic  Itinerary  Reports   

Circularising  Ife-iling  Lists  

City  Conmittees  and  Joint  Operating  Coimittecs   

Civil  Service  Ccizeaission 

Placing  the  iiandling  of  the  vario-'os  positions  of 

operator  and  operative  of  laoor-saving  machines 
uaider  the  district  system  for  all  field  services. 

Reappointment  of  persons  sBjmrated  from  Service 

because  of  reduction  of  force   

Civil  Service  Examinations,  Announcements  of   

Civil  Service  Rules  Regarding  Reinstatements ,  Amendment  to   

Classification,  Men  for  whom  deferred  classification 

was  requested   

Clerical  Efficiency  Gonmittee   

Clerical  Emploj'-ees,  Efficiency  reports  of  joint 

clerical  employees  in  Branch  Offices   

Clerical  Organization  of  Joint  Offices   

Clerical  Promotions   

Clerks,  Additional  Clerks  Account  Joint  Operation 

of  Branch  Offices     


Clocks,  Purchase  of  by  field  stations  

Commercial  Wires 

To  be  used  in  reserving  Pullman  accommodations  

"When  to  use   

Committee,  Clerical  Efficiency  

CoEmittee  Meetings,  Reports  of   

Committees  ,  City  Coirimittees  and  Joint  Operating  

Committees,  Correspondence  from  City  Committees  and 

Joint  Operating  Committees   

Committees,  Definite  Suggestions  for  Consideration  at 

Meetings  of  Operating  Commiittees  in  Branch  Offices  . . 

Committees,  Meetings  of  Operating  

Communications 

Intra-Bureau  -  to  pass  through  Reviewing  Section  

Confidential  Mail,  Filing  

Conservation  of  Bureau  Funds   

Consular  and  Diplomatic  Reports  from  State  Department 

See  "Foreign  Trade  Activities  of  the  Government"  ...... 

Contacts  with  Municipal  and  State  Marketing  Authorities   

Containers  for  Mim^eograph  Ink  '  

Contract  Furniture,  Purciiase  of,  for  Branch  Offices  Preferred  ... 

Converting  Foreign  Money   

Convict  Labor   

Cooperation,  Necessity  for  Close   

Copies  of  Official  Memoranda  

Copying,  Cost  of  -  by  Photostating,  Typewriting  &  Mimeographing.  . 

Corona  Type^roriters ,  Assignment  of   

Corrections  Requested  by  Accounting  Offices   ,  . . .  . 

Correspondence  from  City  Committees  and  Joint 

Operating  Coirmittees  -  - 


Cost  of  Copying  by  Photostating,  Tjrpe-writing 

and  Mimeographing   

Cost  of  Supplies  and  Materials  Furnished  from  Washington  

Cotton  futures  Act  Amended  

Co\incil  of  National  Defense  System   

Curtailment  of  Transfers  to  other  Branches  of  the  Government  .  . .  . 

D  - 

Data,  Branch  Office   

Daylight  Saving   

Daylight  Saving  Law  ^ .  

Deferred  Classification   

Definite  Suggestions  for  Consideration  at  Meetings  of 

Operating  Committees  in  Branch  Offices   

Delay  in  Preparing  Requests  for  Letters  of  Authorisation  

Delays  in  the  Payment  p,f •  Accounts   

Delays,  Pay  Roll   

Department  Forms  Carried  in  Stock  

Departnent  of  Agriculture 

Bureaus  of    -    Publications  of   

Department  of  Agriculture,  Lines  of  Work  of   

Department  of  Labor,  The  Inquiry  Office  of  the   

Department  Organization  in  States 

Utilization  of  State  Council  System   

Dermax,  Use  of  Soap  in  place  of,  on  stencils   

Desk  Pads  and  Blotters,  To  be  P\irchased  Locally   

Dictaphone,  Use  of  the  

Dictating  Machines   :  


-  9  ' 

Number  Item 

Directory,  Branch  Off  ices   ,  ,  ,,  6 

10  6 

Directory,  Bureau  ,  ,  ,  . .  l6 

Directory,  Bureau  Personnel  Directory  Must  "be 

Kept  Up-to-date  ,  ,  ,   15  9 

Disbursing  Office,  Sending  of  Checks  from  ,  ,   9  2 

Disregarding  Bureau  Memoranda,  Infonnation  Circulars ,  etc   I3  2 

Distinction  Between  Permanent  Appointments  and 

Permanent  Positions   ,   2^+  3 

Distribution  of  Nitrate  of  Soda  to  Fanners   I9  2 

Distribution  of  Programs  of  Work    22  9 

Distribution  of  the  Official  Bulletin    10  S 

Divisional  Stenographers,  Use  of    11  10 

Do  not  Eirrploy  Stenographers  upon  Non- Stenographic  Work  . ,  , ,  21  12 

Do  Not  Use  Term.  "Today"  etc,  in  Telegrams   ,  2  6 

Drayage ,  Espenses  of   , ,  , .  21  2 

Drip  Pa^is   ,   23  H 

Dropping  from  Mailing  Lists  N^es  of  Bureau  Employees 

Who  Have  Left  the  Service   ,   1?  7 

Duplicate  Payment  of  Acccxints   , ,  21  1 

Duplicating  Machine  Operators,  Examination^  for   12  11 

Duplicating  Section,  Accoimt  I^ambers  on  Orders  oa           t         t  •  13  S 

E  - 

Editor,  To  be  Consulted  Concerning  Publicatioja  of 

Results  in  Market  Activities  —           ^ ... ,  ,  11  15 

Education  and  Experience  of  Technical  Men  for  "Who's  Who"  Pile..  1  \\ 

Efficiency  Committee,  Change  in  Clerical  Efficiency  Committee  21  ■  10 

Efficiesncy  Committee,  Clerical  . , . , ,                                                -     I5  ? 

Efficiency  Reports  ,  , ,  IS  18 


Efficiency  Heports  of  Joint  Clerical  Enployees 

in  Branch  Offices   ,  

Electricity,  '^/indows,  Drip  Pans   

Emergency  ITeeds,  To  be  Purchased  in  the  Field   

Emergency  Stenographers,  Use  cf   

Enployees  to  be  Ea.r.iliar  -with  Work  of  Bureau  

IEi:rployuient  cf  Mr.iOrs  and  Corr/ict  Labor  on  Government  Contracts  .  .  . 

Employrcent  for  Retm-ning  Soldiers  and  Sailors   

Envelopes 

Food  Sm-vey  

Petiirn  Cards  on  Official.   

SiTialler  Size  Envelopes  to  be  Used  T?henever  Possible  .  .  . . 

Equipment 

Inspection  of  Equipment  Seci^jred  through 

General  Su2T''-r  CoxTJ.nj.ttee   

Not  to  be  Secxired  :ln  ^'Av^jnca  of  ZRc-nuisition  

Report  Mechani3.;vl  x;quipr.ient  to  Invt.ntory  Cierk:  

ITo  Longer  "ReCi-ui red,  To  be  Transferred  to  Oi,>er  Frcjects. 

-Examinations ,  The  Taking  of   

Ex^inations  for  Duplicating  Machine  Operators   

Executive  Order  of  liovember  29,  ITlo,  Relating  to 

Employment  Registers   

Expenditures,  Requisitions  and  Vouchers  Covering  Branch  Office  ... 

Expense  Accounts,  Monthly  Trc.nscriitts  of  Joint   

Expenses 

Charging  of  Joint  Exsenses  to  Proper  Account   

For  Services  or  or.vp-i.ies 

To  be  Made  Only  in  Hane  of  Officer  in  Charge   

Of  Drayage,  Storags ,  and  Typewriter  Repairs   

Vouchers  Covering  Motor  Ve>.icle   

Vouchers  for  Joint  


-  IX  ^ 


n  F  - 

Fans ,  Electric 

Noc  to  be  left  runijing   23  11 

Fares ,  Cab   ,   I5  1 

Field  Pay  Rolls,  Proper  Preparation  of   10  3 

Field  Pa;;^  Polls 

To  be  Sent  to  Supplies  and  Accoxints  Direct   10  2 

Field  Service,  Appointments  in  the    20  k 

"Field  Station"  Memoranda  Series 

Change  in  Title  of  ,   1  20 

Filing  Confidential  Mail   '   I3  9 

Folding  Machines ,  Care  of   23  9 

Food  Survey  Envelopes   I5  5 

Foreign  Money,  Converting   I5  1 

Foreign  Trade  Activities  of  the  Government    22  7 

Form  2  Pay  Poll  Vouchers- 

Tc  be  Sent  to  Supplies  and  Accounts  in 

Duplicate  1^  Branch  Offices    1  2 

Form  No .  1 

Itinerary  Report  to  be  Submitted   7        -  7 

Form  No.  3  -  Salary  Voucher 

Certifying  to   3  4 

For  temporary  salary  under  L.A.  not  to  be 

sent  in  duplicate   7  ^ 

Salary  Vouchers  for  Employees  Serving  in  the  Field   10  2 

Form  No.  ^ 

To  be  Used  in  Claiming  Reimbursement    5  .  H 


Form  No.  5  Vouchers  ,  _ 

Corrections  Req.uested  by  Accounting  Offices   20  10a 

Specific  Information  Missing  on   5  10 

Revised  Routing   10  '  2 

To  be  Rendered  After  Delivered    IS  S 

Form  BM-25 

To  be  Sent  to  Supplies  &  Accounts  Promptly    10  2 


-  12  - 


ITumber  Iten 


Form  BM-39  :>i  A 

Standard  Expressions  on   ° 

Form    ^  9,12,13,17 

S 

Joint  E^ense  Acco-unt    7  ^ 

Use  of    ^ 

3  orm  BM-61 

For  Requesting  ■  can  of  Brief  Cases  and 

Corona  Type  n-iters    21  15 

Forms  Carried  in  Stock 

Bureau  of  Markets  -  Department    1^ 

Torms  Which  are  Carried  in  the  Bureau  Lihrary    1^ 

Frank 

No  Package  Over  Four  Pounds  to  be  Sent  on 

Government  Fraisk   2  9 

Use  of  the,  in  Circularizing  Ulailing  Lists    12  S 

Franking  Privilege,  Ahuse  of    23  7 

Funds  Collected  for  RelieJ"  "^ork,  etc. 

Handling  of    IS  16 

Funds,  Conservation  of  Bureau    10  1 

Furniture  and  Eq_uipment  no  Longer  Ee(iuired,  To  "be 

Transferred  to  Other  Projects    15  3 

Furniture 

Purchase  of  Contract  Furniture  for  Branch 

Offices  Preferred    15  = 

Transfer  of  Household  Furniture    23  ^ 

G  - 

General  Schedule  of  Supplies   13  3 

General  Supply  Coasnittee 

Inspection  of  Equipment  Secured  through  General 

Supply  Committee    19  5 

Supplies  to  "be  Secured  Through   10  4 

Government  Contracts 

Raployment  of  Minors  and  Convict  Lahor  on    2  5 


13  - 

ITum'ber  Iter 


H  - 


Hand  Feeding  Versus  A-atoiiiat5.c  Feeding  of  Mimeographs    12  I3 

19  10 

Handling  of  F-ujids  Collected  for  Relief  Worh,  etc   12  16 

Handling  of  Vci—hers,  Accotcats,  Requisitions  and 

Business  Correspondence   •   21  7 

Handling  Vouchers  Covering  Joint  Expenses   12  9 

Head  Clerk 

Appointment  of,  for  Joint  Office  e.t  Union  Stock  Yards  ..1  7 

Flomes  Registration  Service    12  7 

Ho-ars ,  Change  of  Hours  in  Washington   5  2 

Hours,  Change  in  Office,  in  Washington   12  2 

Household  F'jrniture,  Transfer  of  -   23  6 

I  - 

Immediate  Relief  Association   I3  11 

Improved  Conditions  in  ^Uiditing  Accounts    10  10 

Increase  -  $120   1  22 

Increase  of  Compensation  at  $2^-0  per  Annum   21  I3 

Increase  of  Telegraphic  Rates    20  S 

Informal  Bids  .   1  IS 

-  IS  1^ 

Information  Circular  -  Items  for  -  Purpose  of  -  Published 

07  Branch  of  Operation   1 

Information  Circular  to  "be  Signed  by  CMef  of  Bureau   7  5 

Information  Circulars  -  Disregarded   13  2 

Information  for  Branch  Office  Accounts  to  be 

Supplied  from  Washington  ."   IS  2 

Initialing  Bureau  Mem.oranda   7  2 


-  lU  - 

Number  Iterz 

Containers  for  Mimeograph  Ink   


     9  I 

The  Bureau  Standardizes  on  Mimeograph    12  1 


Mimeograph 


Writing  -  To  be  purchased  in  the  field    1  3 

Use  of  Ink  Tablets  and  Concentrated  Inks    23  3 

Inkwell  Sets  and  Steel  Erasers  no  Longer  Kept  in  Stock   19  ^ 

Inspection  of  Equipment  Secored  Through  General  Supply  Committee  19  5 

Inspection  Service  on  Butter   ^3  2 

Inspection  Service  on  Butter  to  be  Established    12  1 

Intra-Bureau  Corarauni  cat  ions  to  Pass  Through  Eeviewing  Section  ...  1?  ^ 

Inventory  -  Report  Mechanical  Equipment  to  Inventory  Clerk   21  5 

Itinerary  Reports  -  Cipher  for  Telegraphic    10  9 

Itinerary  Reports  -  The  Necessity  for  Detailed    10  5 

Itinerary  Reports  with  Reimbursement  Accounts    7  7 

J  - 

Joint  Branch  Offices 

Clerical  Organization  of    5  ^ 

Requisitions  from   1  12 

13  7 

Joint  Clerical  Employees 

Efficiency  Reports  of,  in  Branch  Offices    12  1 

Joint  Employees,  Salaries  of    1  13 

Joint  Expense  Accounts 

Monthly  Transcripts  of    IS  17 

Joint  Expenses 

Charging  of,  to  Proper  Project    12  9 

Vouchers  for    5  13 

Joint  Office  Personnel    13  I9 

Joint  Offices  -  Clerical  Organization  of    5  ^ 

J  Dint  Operation  of  Branch  Offices 

Additional  Clerks  Account    1  I7 

Joint  Vouchers  to  be  Initialed  by  Representative  of  Project 

Paying  Voucher   12  9 


-  15  - 


Keep  Your  Liberty  Bonds    20  11 

Keeping  of  Record-of-Cost  Ac.coimts  to  be 

Transferred  to  Washington   Ig  J 

L  - 

Labor  -  The  Inquiry  Office  of  the  Department  of    20  9 

Leased  Wire 

Business  -  T^iiat  Constitutes  Official    10  7 

Circuits  to  Pacific  Coast    20  7 

Messages  for  Local  Delivery    9  1 

Personal  Conversations    2  3 

Uimecessary  Use  of    2  2 

Leases,  Termination  of   17  2 

Leasing  Office  Space  Outside  of  Washington,  D.  C   2 

Leave  of  Absence 

Employees  Serving  Under  Appointments  Reading  "Until 

Further  Order"  or  "Pending  Certification"    11  6 

Record  of,  Kept  in  Branch  Offices    9  ^ 

Slips   15  15 

Which  May  be  Allowed  on  Separation  from  the  Service  ...  9  ^ 

While  Performing  Official  Travel    2  10 

Without  Pay    3  2 

13  2 

Letter,  Circular  -  To  be  Sent  to  Names  on  Mailing  List    11  12 

Letterheads    5  ^ 

Letters  of  Authorization 

Delay  in  Preparing  Requests  for    12  10 

Expenditures  by  Others  than  Officer  in  Charge 

not  Allowed   22  1 

New  Routing  for    19  7 

Persons  Em.ployed  Under   11  13 

Reporting  and  Cancelling  Unexpended  Balances  on   ^9  3 


3 


-  ;6  r 

Num'&er  Item 

Letters  of  Authorization     13  2 

21  2 

Letters  of  Authorization  for  Branch  Offices    22  1 

Liberty  Bonds  -  Keep  Yo-ur  Liberty  Bonds   •  20  11 

Liberty  Loan  Campaign  Completed    21  l6 

Library  -  Forms  which  are  Carried  in  the  Bureau  Library  ...    lU 

Lights,  Electric  -  Not  to  be  Left  Burning   23  11 

Limit  for  Temporary  Employment  Under  Authorization    11  13 

Limitation  on  Local  Purchases    1  3 

Lines  of  Work  of  Bureau  and  Department    15  8 

List  of  Vouchers  not  Audited  at  Close  of  Business  January  IC  .  . . .  11  11 

Listing  Rooms  Vacated  by  Employees    12  7 

Loan  -  Liberty  Loan  Caoripaign  Completed    21  l6 

Loan  -  The  Bureau  and  the  Victory  Loan   20  12 

Loan  of  Brief  Cases  and  Typewriters    21  15 

Local  Delivery  -  Leased  Wire  Messages  for    9  1 

Local  Project  Representative 

To  Eurnish -Statement  of  Acco-jnt  when  Requested^   12  12 

Local  Purchases  -  Limitation  on   1  3 

M  - 

Machinery  -  Repairs  to  be  made  Locally    1  3 

Machines 

Care  of   23  9 

Placing  the  Handling  of  the  Various  Positions  of 

Operator  and  Operative  of  Labor-Saving  Ifechxines 

under  the  District  System  for  all  Field  Services..  23  h 

Mail  ( 

Filing  Confidential  Mail   9 

Viseing   12  3 

Slow  Deliveries    ig  9 

Weight  of  Official  Packages   2  9 


-  X7  - 


Number  Ttem 


Mailing  List  Eecord  of  the  B-ureau  of  Markets   21  3 

Mailing  Lists 

Eranch  Office  Mailing  Lists  Established    20  2 

Circ-ularizing   11  12 

Dropping  from  Mailing  Lists  of  Bureau  Employees 

"Who  have  Lsf t  the  Service    17  7 

Use  of  the  Frank  in  Circularizing    12  S 

Mailing  of  Vouchers  to  Washington   1  15 

Mails  and  Files 

Will  Issue  no  Stamps  for  Packages  Weighing  over 

Four  Pounds    2  9 

Marines 

Preference  to  Honorably  Dischaxgsd,  and  Widows 

of  Such  in  Civil  Appointmsnts   22  6 

IiJarket  Information  Assistant 

Consult  Concenaing  Publication  of  Results  in 

Market  Activities   11  15 

rto.rket  Inspection  Service  on  Butter  ,   25  2 

Market  News  Reports,  Etc.,  Must  Show  Place  of  Mailing   13  12 

Marketing  Activities 

Promptness  in  Publishing  of  Results  Accomplished  in  ... .    11  15 

Marketing  Authorities  -  Contacts  with  Municipal  and  State    5  S 

Marketing 

Meetings  in  Branch  Offices  Addressed  on  Subjects 

.  Related  to  Marketing    13  10 

Mechanical  Eq.uipment 

Report  to  Inventory  Clerk    21  5 

Meetings 

In  Branch  Offices  Addressed  on  Subjects  Related 

to  Marketing  .   IS  10 

Of  Ooerating  Committees  in  Branch  Offices    12 

15  11 

Prior  Authority  of  Secretary  Must  be  Obtained  to  Attend.  I3  ^ 

Reports  of  Coirmittee    10  I3 


Memoranda 

Bureau  -  Disregarded   

Change  in  Title  of  "Field  Station"  Memoranda  Series  . . . 

Copies  of  Official  Memoranda   

To  De  IToted,  Initialed  and  Piled   

Memorandum  Ko.  155  -  Bijreau  

Memorandum  No .  162  -  Irareau  

Memorandum  Req,uired  to  Cover  "Other  Points  in  States  Hamed,  Etc." 

Memorial  for  Employees  of  Department   

Messages  for  Local  Delivery  -  Leased  Wire   

Mimeograph  Ink 

Saving   

Containers  for   

The  Bureau  Standardizes  on   

Mimeograph  Paper  and  Ink  

Mimeograph  -  Use  of  Soap  in  Place  of  Derma^c  on  Stencils   

I'limeograph.  IFork,  Hand  Feeding  Versus  -';LutcEatic  Feeding   

Mimeographing  and  Printing  

^limeo graphing  -  Cost  of  Copying  by   

'vlimeo  graphs 

Care  of   

Hand  Feeding  Versus  Automatic  Feeding   

To  be  Kept  Clean   

Minors 

Employment  of  Minors  and  Convict  Labor  on 

Government  Contracts   

Misuse  of  Reference  Slips  and  Special  Slips   

Misuse  of  Word  "Bulletin"   

Money  -  Converting  Foreign   

Monthly  Transcripts  of  Joint  Expense  --cccunts   


Motor  Vehicle  Operating  Expenses  -  Vouchers  Covering   

Motor  Vehicles  -  Expense  Accoimts  Transferred  to  Washington   

Mucilage  -  To  he  Purchased  in  the  Eield  

Municipal  and  State  Marketing  Authorities  -  Contacts  with  

U  - 

Necessity  for  Close  Cooperation   ,  

New  Officer  in  Charge  of  Section  of  Supplies  and  Acco-unts   

New  Routing  for  Letters  of  Authorization  

1920  -  The  Outlook  for  

Nitrate  of  Soda 

Distrihution  of,  to  Farmers   

No  Deliveries  in  Advance  of  Req.uisition  

0  - 

Office  Hours  -  Change  in,  in  Washington  .■ 

Office  Methods  in  Chicago    

Office  Space  Outside  of  HVashington,  D.  C.  -  Leasing   -.  . 

Offices  -  Clerical  Organization  of  Joint  Offices   

Official  Bulletin  

Official  Bulletin  -  Distribution  of   

Official  Envelopes  -  Return  Caxds  on   

Official  Memoranda  -  Copies  of     

Official  Packages  of  Mail  -  Weight  of  

Official  Stationery  -  Personal  Use  of   

Official  Travel  -  Leave  of  Absence  While  Performing  ...... '  

One  Hundred  and  Twenty  Dollars  Increase  


-  20  - 


Operating  Committee ,  Chairman  of 

To  Sig-  Efficiency  Reports  of  Joint  Clerical  Employees  . .  12  1 

Operating  Committees 

Ci%Y  CoTiimittees  and  Joint  Operating  Committees    1  1^ 

Definite  Suggest  ions  for  Consideration  at  Msetings 

of  Operating  Committees  in  Branch  Offices    12 

Msatings  cf    ^5  il 

Reports  of  Meetings  of   1^  -^3 

Operating  Expenses  -  Vouchers  Covering  Motor  Vehicle    12  15 

Orders 

Account  Nwibers  on,  on  Addressing  and  Duplicating  Section  13  8 

P  - 

Pacific  Coast  -  Leased  Wire  Circuits  to    20  7 

Pans  -  Drip  (To  "be  Emptied)    23  11 

Paper  -  Mimeograph   9 

Paper  -  Waste   1  l5 

5  12 

^a:r  Checks  -  Eor  Branch  Off iQes    13  6 

Payment  of  Accounts  -  Delay  in  the   5  3 

Payment  of  Accounts  -  Duplicate    21  1 

Paj/rnents  of  Accoun-cs    9  ^ 

Pay  Roll  Delays   1  23 

Pay  Rolls 

Branch  Office    1  3 

13  ^ 

Field   10  2 

Prompt  Reports  Required  TThen  Employees  are 

Unexpectedly  Absent  from  Duty    13  U 

Proper  Preparation  of  Field    10  3 

Revised  Routing   10  2 

Periodicals  -  Purchase  of  Books  and    2  1  ^ 

Permanent  Appointments  and  Permanent  Positions 

Distinction  "betv/een   2U-  3 


-  21  - 

N-uin"ber 


Personal  Conversations 

Leased  Wire  Personal  Conversations    2 

Personal  Use  of  Official  Stationery   ,   2 

Personnel 

Card  Records    21 

Changes  in  Branch  of  Operation   21 

Directory  -  Ivhist  "be  Kept  Up-to-date    15 

Folders    I9 

Joint  Office    IS 

Photostating  -  Cost  of  Copying  by    IS 

Placing  Articles  on  Window  Sills ,  Caution  Against    23 

Placing  the  Handling  of  the  Various  Positions  of  Operator 
and  Operative  of  Labor-Saving  Machines  under  the 

District  System  for  all  Field  Services    23 

Point  of  Delivery  on  Subrequests   21 

Pool  Stenographers  -  Use  of   11 

Positions 

Distinction  between  Permanent  Appointments  and 

Permanent  Positions    2^ 

Postmasters  ^  Requests  on,  to  be  Discontinued   ,  21 

Powers  and  Functions  of  the  Wool  Division  of  the  War  Industries 

Board  Transferred  to  the  Bureau  of  Markets    10 

Preference  to  be  Given  Discharged  Soldiers    13 

Preference  to  Honorably  Discharged  Soldiers,  Sailors,  and  Marines ,' 

and  Widows  of  Such  in  Civil  Appointments    22 

Preparation  of  Stencils  •  ■  ■  

Printing  for  Branch  Offices    20 

Printing  -  Mimeographing  and  Printing  •  .  5 

Prior  Authority  of  Secretary  must  be  Obtained  to  Attend 

Meetings  or  Deliver  Addresses   13 

Program  for  Meetings  of  Operating  Committees   15 

Programs  of  Work  -  Distribution  of   22 

Promotions  -  Clerical  -   3 


-  22  - 

Prompt  Eeports  Required  when  Ei-ployees  are  Unexpectedly 

Absent  from  Duty  

Proper  Preparation  of  Field  Pa;'  Polls  and  Salary  Vouchers 

Pulilication  of  Results   

Puhli  cat  ions  -  Departmental   

Pullman  Acconmodations  -  Reserving   


N-gEber  Item 


Purchase  of  Contract  Furniture  for  Branch  Offices  Preferred 


E  - 


ecord-of-Cost  Account's 


Record  of  Youchers  Sent  to  Washington 


IS 

11 

10 

3 

11 

15 

— 

Q 

5 

11 

3 

12 

5 

2 

1 

6 

1 

3 

12 

16 

IS 

6 

12 

\ 

s 

2 

IS 

7 

1 

lU 

21 

9 

IS 

12 

•  -* 

12 

Reduction  in  Force 

Beemployment  of  Persons  Separated  from  the  Service 
because  of  Reduction  in  Force   

Reemployment  of  Persons  Separated  from  the  Service  Because 

of  Reduction  in  Force   

Reemployment  Register   20  b 

Amending  Executive  Order  of ■  ITovember  25,  19 iS, 

Relating  to  Reemployment  Registers    23  5 

Reference  Slips  and  Special  Slips    13  ^0 

Register  -  Reemployment    20  6 


-  23  - 


iWber  Item 


Eeirabursement  Accoimts 

Converting  Foreign  Money  -  Cab  Fares,  etc   15  1 

Reimbursement  Vouchers 

Auditing  of     11  11 

Revis^ed  Routing   10  2 

Small  Expenditures  to  be  Paid  and  Submitted  on   5  H 

Reinstatement  of  Soldiers  and  Sailors   20  5 

Reinstatements  -  Amendment'  to  Civil  Service  Rules  Regarding   22  5 

Relative  Cost  of  Copying  by  Photostating,  Tjrpei^vriting 

and  Mimeographing  '  '.                                 . .  13  5 

Relief  Work  -  Handling  of  Fuads  Collected  for  Relief  Work,  Etc.   ..IS  l6 

Repairing  Feed  Rollers  of  Automatic  Mimeographs    19  10 

Repairs  -  Expenses  of  Typevcriter  Repairs    21  8 

Repairs  to  Machinery  -  to  be  made  locally    1  3 

Report  from  Revievjing  Section 

For  Week  Ending  February  21,  I9I9    15  10 

For  Weeks  Ending  January  IS  and  Januarj'-  25  .  •  •   12  17 

For  Weeks  Ending  March  S,  March  I5,  and  March  22   IS  15 

Report  Mechanical  Equipment  to  Inventory  Clerk    21  5 

Reporting  and  Cancelling  Unexpended  Balances  on 

Letters  of  Authorization   9  3 

Reports 

Efficiency  '   IS  IS 

Efficiency,  of  Joint  Clerical  Employees  in 

Branch  Offices  -   12  1 

.  Of  Committee  Meetings    10  13 

Market  Ne'vs ,  etc.  ,' Must  Show  Place  of  Mailing   13  12 

Prompt  Reports  Required  when  Employees  are 

Unexpectedly  Absent  from  Duty   IS  ^ 

Representatives  of  the  Bureau  in  Travel  Status   5  ^ 


Requests  for  Letters  of  Authorisation  .... 
Requests  on  Postmasters  to  be  Discontinued 


-  2U  - 


N-ain"ber  Item 


Requi  sit ions 

Branch  Office   

For  Books  and  Periodicals,  to  be  made  throxigh 

TVashington  Office   

From  Joint  Branch  Offices   

No  Deliveries  in  Advance  of  

Point  of  Delivery  to  Appear  on  Subreq.-aests   

Vendor's  Copy  of,  to  "be  Signed  by  Clerk  in  Charge 
of  Supplies  and  Accounts   

Requisitions  and  Vouchers  Covering  Branch  Office  Purchases 
or  Expenditures   


Reserving  PuLlman  Accommodations    9  5 

11  3 

Residence  Halls  for  Women  Employed  by  the  Government    22  2 

Resignation  -  Leave  Allowed  Upon   9  ^ 

Resignation  of  Mr.  Brand    23  1 

Resignations  as  Distinguished  from  Terminations    23  3 

Results  -  Publication  of    11  15 

Retroactive  -;''mendments  to  Letters  of  Authorisation    21  2 

Return  Cards  on  Official  Envelopes    12  6 

Reviewing  Section 

All  Viseing  to  be  done  in    12  3 

Report  From,  for  ^eek  Ending  February-  21    13  10 

Report  From,  for  TZeeks  Ending  January-  IS  and  25   12  17 

Reports  of  -  for  weeks  ending  March  S,  T'Tarch  15, 

and  March  22    13  15 

Revised  Routing  of  Pay  Rolls  and  Salary,  Reimbursement, 

and  Form  5  Vouchers    10  2 

Rooms  Vacated  by  Imployees  to  be  Listed    12  7 

Rooirs  -  Washington  Residence  Halls  for  Women    22  2 

S  - 

Sailors  -  Employment  for  Returning    22  U- 

Preference  to  Honorably  Discharged,  and 

Widows  of  Such  in  Civil  AppoliitoiRnts    22  6 

Reinstatement  of    20  5 


IS 

2 
1 

13 
11 

21 
1 

12 

IS 


3 


1 

12 
7 

iU 
IS 


i6 

5 


Htirflber  Item 


Salaries  of  Joint  Employees   ,   1  13 

Salary  Vouchers    7  k 

Certifying  to   3  k 

Proper  Preparation  of   10  3 

Revised  Routing   XO  2 

Saying  Mimeograph  Ink   I5  7 

Schedule  of  Supplies  -  General   IS  3 

Scrip  Books  ,   2  3 

Secretary 

Prior  Authority  of,  Must  he  Obtained  to  Attend 

Meetings  or  Deliver  Addresses    I3  ^ 

Separation  from  the  Service 

Leave  to  be  Granted  Upon  .   9  ^ 

Reemployment  of  Persons  Separated  from  the  Service 

Because  of  Reduction  in  Force    IS  12 

Six  Days  Minimtim  Period  Allowed  for  Request  for  Authorization  .....  12  10 

Slips  -  Reference  a,nd  Special   I3  10 

Slow  Mail  Deliveries   I9  $ 

Smaller  Size  Envelopes  to  be  tJsed  Whenever  Possible    3  7 

Soap  -  Use  of,  in  Place  of  Dermax  on  Stencils    1  2 

3  1 

Soldiers  -  Preference  to  bs  Given  Discharged  Soldiers   IS  11 

Soldiers  and  Sailors 

Employment  for  Returning    22  h 

Reinstatement  of    20  5 

Soldiers,  Sailors,  and  Marines 

Preference  to  Honorably  Discharged,  and  Widows 

of  Such  in  Civil  Appointments   vv,-v.           •  22  6 

Special  Slips   13  10 

Specific  Information  Missing  on  Form  5  Vouchers   , .  5  l^ 

Splitting  Accounts   7  ^ 

Stamps  -  War  Savings  and  Thrift                                                             •  1^  1 


-  26  - 

Nani"ber  Item 
21  6 

Standard  Expressions  on  Form  H\9-39   

12 

Standard  Time  . ..  . ,   ^ 

Stationery 

B-ureau  of  Markets  Forms  Carried  in  Stock  -  Department 

Forms  Carried  in  Stock   ^, 

Bureau  Stock  List   

Food  Survey  Envelopes   5 

Inkwell  Sets  and  Steel  Erasers  no  Longer  Kept  in  Stock  .  19  " 

Personal  Use  of  Official  Stationery   2  7 

State  Cooperation  in  Clarke  ting     ^  P'52-35 

Steel  Erasers  No  Longer  Kept  in  Stock   19  ° 

Stencils 

Board  to  be  Used  in  Moistening   12  12 

Preparation  of    10  14 

Use  of  Soap  in  Place  of  Dermax  on  Stencils    1  2 

3  1 

Stenographers 

Do  Not  EmToloy  Stenographers  Upon  Non-Stenographic  Work. .  21  12 

Use  of  Emergency    11  10 

Stenographic  Pool 

Utilization  of  Stenographers  from   13  3 

Stenographic  Reporting  -  Vouchers  Covering   15  ^ 

Stimulating  Appropriation 

And  Men' for  Iffhom  Deferred  Classification  ^vas  Requested  .  13  5 

Stock  List  -  Bureau    1^ 

Storage  -  Expenses  of    21  o 

Subreciuests  -  Point  of  Deliveiy  to  be  Stated  on   21  1^ 

Suggestion  Box  -  Use  of,  by  Br^ch  Offices    11  9 

Suggestions 

Definite,  for  Consideration  at  Meetings  of  Operating 

Conmittees  in  Branch  Offices    12  k 

Superintendent  of  Telegraph 

Time  Records  of  Telegraph  Operators  to  be  Sent  Each  Month  11  7 

To  Handle  Operators    11  ^ 


IT-gmoer  Item 


Supplies  -  B-ureau  Stock  List    lU 

General  Sched:ale  of  .  .   13  3 

Limitation  on  Local  Purchases    1  3 

Not  to  "be  Secured  in  Advance  of  Req.uisition   11  14 

'To  be  Secured  Through  General  Supply  Committee    10  4- 

Supplies  and  Accounts 

New  Officer  in  Charge  of  Section  of   ■.  1  o 

Vouchers  to  Take  Not  Over  Two  Ifeeks    5  9 

Brief  Cases  to  be  Returned  to    10  15 

Clerk  in  Charge  of,  to  Sign  Vendor's  Copy  of  Requisition  1  IS 

Packages  Weighing  Over  Four  Pounds  ^ill  be  Mailed  to  .  2  9 

Pay  Roll  Voucher  Form  2  to  be  Sent  in  I>uplicate  to  .  .  .  1  S 

Vouchers  to  be  Sent  to    1  15 

Supplies  and  Materials  Furnished  from  Washington 

Cost,  of,  to  be  Furnished  Branch  Offices    IS  2 


Technical  Men 

Education  and  Experience  of  Technical  Men  for 
"Who's  Who"  File  


Telegrams 

Do  not  Use  Term  "Today"  etc.,  in   2  6 

Proper  Form  for  Local  Delivery  of   9 

Commercial  -  Reserving  Pullman  Accoirniodations  - 

Not  Official  .   11  3 

Unnecessary  Telegraphing  and  Um.ecessary  Words 

in  Telegrams   2  2 

Use  of  Leased  Wire  for    10  7 


Telegraph 

Leased  Wire  Circuits  to  Pacific  Coast  ........ 

Operators  Under  Appointment   

Operators  -  Time  Records  of   

Service  -  Vouchers  for   

YJhat  Constitutes  Official  Lea-sed  ¥ire  Business 


20  7 

11  h 
7 

10  11 

10  7 


Telegraphic 

Addresses  -  Choange  in    1  21 

Itinerary  Reports  -  Cipher  for    10  9 

Rates  Increased    20  S 

Telegraphing  -  Unnecessary  Telegraphing  and  Unnecessa^ry 

Words  in  Telegrams    - 


Telephone  -  Use  of,  at  Branch  Offices    19 


-  2S  ^ 

i|ucj"oer  ^"tg^ 

Telephone  Service  -  Vouchers  for   10  -^^ 

Temporary  Appointraents  "    .  " 

Additional  Information  Required  in  Connection  with  ....  1  5 

Temporary  Employees  -  May  be  Granted  Leave  'Without  Pay   3  ^ 

Temporary  Empicyment  Under  Authorization 

The  Thirty -Day  LL'r.it  for    11  13 

Terminations 

Leave  Granted  Upon   9  ^ 

Of  Leases    17  2 

Resignations  as  Distinguished  from   23  3 

The  Bureau  and  the  Victor;/  Loan   20  12 

The  Bureau  Standardizes  on  Mimeograph  Ink  12  14 

The  Discontinuance  of  Branch  Offices    1?  2 

The  Increase  of  Compensation  at  $2Ho  Per  i^inxim    21  13 

The  Inquirj'  Office  of  the  Department  of  Labor    20  9 

The  ITecessity  for  Detailed  Itinerary  Reports    10  5 

The  Official  Bulletin    10  11 

The  Outlook  for  I92O  ;   I7  1 

The  Stimalating  Appropriation  and  'Ten  for  -7003  Deferred 

Clas'Sification  'ms  Requested    I3  5 

The  30-Day  Limit  for  Tsmporary  Fmployiaent  Under  Authorization  ...  11  I3 

TbjTift  Stamps    13  1 

Time  Records  of  Telegraph  Operators.    11  7 

Tims  -  Standard   I5  i2 

".Yansfer  -  dartailment  of,  to  Other  Branches  of  the  'government  ..5  o 

Leave  Allowed  Upon   5  c 

Of  Emplcyees  ' Bet'veen  Divisions  of  the  Bureau   19  3 

Of  Furniture  and  E,.iui,p:vjent    I5  3 

Of  Household  Furniture    ?3  o 

To  Other  Branciies  of  the  Service"   5  c 

Travel  -  Leave  of  Absence  While  Performing- Of ficicJ.  Travel    2  10 


-  29  - 

Number  Item 


Travel  by  Assistants 

To  be  Performed  Only  Under  Written  Instructions 

of  Officer  in  Cliarge   ,   22  1 

Travel  Status  -  Bureau  Representatives  in   5  3 

$2U-0  Per  Annum  -  The  I  ncrease  of  Compensation  at    21  I3 

Typewriter  Loans   21  I5 

Typewriter  Repairs  -  Sjrpenses  of  ,   21  S 

Typewriters 

Assignment  of  Corona   17  5 

Care  of   23  5 

Typewriting  -  Cost  of  Copying  by   ,   13  5 

u  -  ■ 

Unexpended  Balances  on  Letters  of  Authorization  ,   9  3 

Union  Stock  Yards 

Appointment  of  Head  Clerk  for  Joint  Office  at    1  7  ' 

Unnecessary  Telegraphing  and  Unnecessary  ^ords  in  Tele,grams    2  2 

Use  of  Dictaphone    17  3 

Use  of  Dictating  Machines   IS  I3 

Use  of  Emergency  Stenographers    11  10 

Use  of  Soap  in  Place  of  remax  on  Stencils   1  2 

3  1 

Use  of  Sug.gestion  Bos  by  Branch  Offices   11  9 

Use  of  Telephone  at  Brar^h  Offices   •   19  12 

Use  of  the  Prank  in  Circularising  Mailing  Lists    12  3 

Utilization  of  Stenographers  from  Stenographic  Pool    13  3 

V  - 

Victory  Loan  -  The  Bureau  and  the   -   20  12 

Viseing  Mail    12  3 


>  30  - 

rJiiTnber  Item 

Viseing  of  Telegraphic  Messages  Necessary 

Viseing  Section  -  Report  of   

Vouchers  A-udited  Promptly   


Vouchers 

Certifying  to  Salaiy  Vouchers    3  ^ 

Covering  Branch  Office  Purchases  or  E:qDeaditures    12  iS 

IS  5 

Covering  Motor  Vehicle  Operating  Expenses    12  13 

Covering  Stenographic  Reporting    15  ^ 

Delay  in  Auditing   5  9 

For  Joint  Expenses    5  ^3 

For  Small  S^jrns    5 

For  Telephone  and  Telegraph  Service    10  11 

20  10(  c 

'     List  of,  Not  Audited  at  Close  of  Business  January  10  ...  11  11 

Mailing  of,  to  Washington    1  15 

Must  he  Submitted  Promptly    1  15 

Proper  Preparation  of  oalary    10  3 

Record  of  Vouchers  Sent  to  Washington   1  1^ 

Revised  Routing  of  Sa.lary,  Reimoursement  ,  and  Fora  ^  ...  10  2 

Salary   7  ^ 

Should  Not  be  Rendered  in  Adva,nce  of  Cozapljticn  of 

Delivery  or  Ead  of  Terra  of  Service    IS  c 

Specific  Information  Missing  on  Form  5    5 

War  Industries  Board 

Powers  and  Functions  of  the  Wool  Division  of, 

Transferred  to  the  Bureau  of  Markets    10  12 

War  Savings  Stamps  and  Thrift  Stomps    13  1 

Washington  Residence  Halls  for  Women    22  2 

Waste  Paper   1  l6 

5  12 

Waste  Paper  Baskets  -  To  be  Purcimsed  Locally  in  the  Field    1  3 

Wei^^ht  of  Official  Packages  "cy  Mail    2  9 

""Jhat  Constitutes  Official  Leased  Wire  Business    10  7  | 

"''^o's  Who"  File  -  Edi^r.atinn  aind  Fbq^erie-nce  of  Tqc>^1ca1  ^^f^n.  for   .  1  ^ 


2  2 
11  10 
15  1^ 


-  31  - 


ITumber  Item 

Window  Sills  -  Caution  Against  Placing  Articles  on                            23  10 

TTindows  -  To  be  Closed  Each  Evening   ,   23  11 

Wool  Division  of  the  War  Industries  Board 

Po\v3i'i?  and  Fiiictions  of  the  War  Industries  Beard 

Transferred  to  the  Biireau  of  Markets                            10  12 

Work  of  Bureau  and  Department  -  Lines  of                                            15  3 


